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INTRODUCTION

In accordance with A.R.S. §15-1042.B. by July 1, 2001 Locd Education Agencies (LEA) will
be required to submit their data dectronicdly, in order to receive funding, for costs of educating
Students. Student Accountability Information System (SAIS) LEA Cdendar will play a criticd
role in cdculaing aggregae membership and dtendance from individua records.  The
implementation of the LEA Cdendar component is integrated with the Student Database. A
caendar may be associated with any type of entity. If the dependent entity (e.g. school) operates
by its own specific caendar, it will have to submit that cdendar. Otherwise the cdendar of the
parent entity (eg. Didrict/Charter Holder/Private School) will be used by the Student Database.

Private Schools will aso required to submit a cdendars. The LEA caendar gpplication is on the
Common Logon  ttp://www.ade.az.gov/commonlogon) and a username and password is needed. Al
superintendents have been given access to Common Logon. To obtain a user name, password,
and gpplication permission, the entity administrator should use LEA Profile to add contacts, and
Request Logins to give permissons to contacts Both of these gpplications are under the
Common Logon. Any questions regarding Common Logon should be directed via e-mail to
enterprise@ade.az.gov Or contact Regiona Training Center at http:/www.ade.az.gov/rtc.

Any questions regarding use of this document or LEA Cadendar gpplication should be directed
via emal to msadina@adeaz.gov or 602 542-8797 a School Finance, Arizona Department of
Educstion.
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LOGON

LEA Cdendar requires Netscape Navigator 4.0 or Internet Explorer 4.0 or higher for optimum
performance.

Logon onto the Internet and Arizona Department of Education Home Page
http://www.ade.az.gov/. At the top of the page click on “ADE System’s Common Logon.”
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Fig 1. ADE Home Page
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COMMON LOGON AND PASSWORD

Common Logon requires asingle user name and password for every parent entity user. This
password should not be shared with other users.

Enter Username and Password. Click on the “Continue” button to proceed.
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CALENDAR APPLICATION

In order to continue with the LEA Caendar;: Place cursor on “LEA Calendar” and dick.

Application Access Menu

Wou have amtherization to use:

tarcap

Tijntlu:ﬂmn Fade Shachy
TLEA Calenda

YLEA Profile [ Tknda]

Frozran Bevices Web Interface

T'I{ equest Logag:
Tuary Hnrvey \

| Eiwe

If you are a Superintendent or administrator and wish
to request Username |Ds and Passwords, place cursor
on “Request Logins’ and click. Complete the page that
follows and submit to enterprise@ade.az.qov. Any
questions regarding Common Logons can be directed

to Liz Wintersat (602) 542-3269.

Figure 3. Application Access Menu

Superintendents and/or administrators are encouraged to update their contact e-mail list
regularly. Thislist isthefirst means of communication between ADE and LEAS. You can
check thislist by utilizing the* LEA Profile”
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SUBMITTING PARENT ENTITY CALENDAR

As previoudy mentioned parent entities will be required to submit their caendars before
dependent entities. Dependent entities that are on the same time frame as parent entities will not
be required to submit acaendar.  If dependent entity’ s schedule differs from the parent entity
then the dependent entity must activate a cdendar. All entities must have completed and
submitted their LEA Caendars before July 1, 2001.

Based upon your Username and Logon ID thiswill drive what School/Digtrict will default.
Place your cursor on “GO” and click to continue.
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Figure4. LEA School Page
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A. Calendar Options

There are two components to the LEA Caendar Application. This is the Detall Cdendar and the
Summary Cdendar. The Summary Cdendar is an outline view of days schools will not be in
sesson.  Holidays have dready been programmed into the system and can be seen in the
Summary Caendar. Also days that have been keyed into the system indicating school not in
session will be viewed in the Summary Cdendar. The other component of the LEA Cdendar is
Deal Cdendar. This component is where the cdendar is build. The firs screen of building
entities caendar is option page. This screen dlows the following options:  Fiscal Year, Track
Number (1 thru 4), Information (Summary or Detail Caendar), and M onth.
A. Fisca Year: 2001-2002 will be the sdlection for this coming yeer.
B. Track Number: Parent entities will not have a Track Sdection. ‘NA” automaticaly
defaults.
C. Month: The display window will show a 12-month period. When accessing this page
July will aways default. Click on the drop down arrow to sdect a month other than

duly.
D. Information: Detal Cdendar will default when accessing this page.  The other choice
is Summary Cdendar.

Select the appropriate options and click on the “GO” button.
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Figure 5. Option Page
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This page will appear when there is not acaendar in the database. Parent entities need to add a
cdendar before their dependent entity will be dlowed to ether inherit the parent entity’s

cdendar or creste a caendar of their own.

SAIS Caendar User Manual

Place Cursor on the “Add Calendar” and click.

Tnformation ad Financial Services

Aszous 515 - fue] Finanra
Depammmen o
Ebication
T
e e ————— |

Fuead Y e 0028 Mol

Trwk Hexdar A Doy [n Saanion:

T Calendar i rmation Frand
Tt ek A ey i

A Calervdar

¥

E-Mad b cifeanoniread Lo sios ora

Figure 6. Add Page




Arizona bepartment or education Stugent Accountapility Intormetion Sysier

B. Entering Calendar Dates

A.RS 81534101 daes tha “Notwithganding any other law, school ingruction shdl be
conducted in each public school in this state for school sessons thet total a least one hundred
eighty days each hool year”. This is an increase from the present one hundred and seventy five
days. Statute aso dates that this increase will be conducted in phases. The firgt increase will be
in FY 2001-2002 and the increase will be to one hundred seventy six days. It will increase one
day every Fiscd Year, with the last increase being in FY 2005-2006. The system has been
programmed to accommodate these changes every year. A feature has been placed on this page
indicating the minimum days school can be in sesson.  This change gpplies to schools operating
on a school year as prescribed in A.R.S. 815-801A. Schools that have been exempt from
operating on a school year, in accordance with A.R.S. §815-801A, will be required to have at least
one hundred and forty-one day that school has to be in sesson for FY 2001-2002. The last
increese will be in FY 2005-2006 with the minimum days in sesson being one hundred and
forty-four. Note: In FY 2002-2003 an increase will not take effect.

Sdect the days in which school is in sesson. Monday through Friday has been presdected. If
school is in sesson on Saturday or Sunday click within the box and a check mark will appear.
To remove a check within the box, just dick in the box and this action will remove the check
mark. In cregting entities calendar notice the format for keying in dates. If an eror has been
mede click on the “RESET” button and this will clear dl dates. If making corrections within a
certain box highlight the entire block and re-enter in correct date.

Oncedl the fields are complete click on “SUBMIT” button.
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Figure 7. Caendar Date Page

Insure when keying dates format is as
follows: mm/dd/yyyy (08/16/2000)
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C. Activate Calendar

The system has been programmed to reflect Federd Holidays. The four holidays outlined in
A.R.S. 815-801.B., (Independence Day, Veteran's Day, Thanksgiving Day, and Chrismas Day),
cannot be changed to Regular School Days or School in Sesson Days. The remainder of the
holidays can be changed depending on schools schedule.

Cdendar isonly complete to the point where days entered on the previous page and federd
holidays are reflected.  If no other changes are needed cadendar can be activated from here by
clicking the “Activate” link on the left Sde of the page. There are four categories dayswill be
highlighted in the calendar. A legend explaining the meaning of the different colorsis provided
below.

If changes are required use the arrow keys at the top of the calendar to scroll from month to
month within the same fiscdl year. Using the drop down arrow a selection box will appear
alowing the ability to scroll past one month forward or one month backward. Entities should
review the days entered. Any additiona daysthat School isnot in Session (i.e, Day After
Thanksgiving, Inter-session days etc), will need to be updated.
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These arrows allow you to scroll
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forward month or backward one month.
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|| year. Utilize thisfeaturein order to

within date and window will appear |9,
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April 2001
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/ Figure 8. Caendar Page July 2000
August 2000
Color Codes: September 2000
Blue: Regular school Day/School in Session Day October 2000
Red: Holiday/School Not in Session/Authorized November 2000
excused day December 2000
Gray: Weekend
Orange: Special Day (First Day of School, 40" day, 100"
day, and Last Day of School)
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When the “Activate’

link is pressed to activate the cdendar a didog box will appear indicating

the time and date the LEA Cdendar was activated. Entities will have 14 days from the time
“OK” button is clicked to make any changes. After the 14-day window has eapsed School
Finance, ADE will need to be notified to make any changes. A link has been established on the
School Finance home page under Forms for entities requesting LEA Cdendar changes.

Click “OK” to continue.
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Fig 9. Activate Edit

Thisis confirmation page indicating calendar has been activated.
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D. Edit Calendar

If further changes are required to complete the caendar, scrall to the month changes are required
and place cursor on the first date a change is required: In the scenario below the change that will
take effect is changing the day after Thanksgiving from a “Regular School Day” to “Day after
Thanksgiving”,

Pace cursor on the date you wish to change and click.

Informaticon and Frnancial Services

Aizna FATS . Sthoal Finawee
Dizrsgtimen 1 o
Eocéancn
=5
« Lozt Hars
+ dmmmr Focd Tear e Benth Foen b
£ Eﬂi[ ; Tiack Haads Wik D I S 158
: i Bt P thrn B0 e Faall
4 |Horvember, 2000 3| b
1 F |

] T 8 2 (Le]

1 14 5 (L] 17

20 2i 2 | 83 | % g i

7 2 e T [Foeetar Sohact g

Lalar Cader
Bl Pegubar sohcad iy
Red: Flalkday.icheol oot ia Sarrion
us Wkl
Epacal day i Pastiluy offolu, 407k L)
E-Mul ehoo Bt il el i i e

Figure 11. Calendar Page

Figure 12 below alows the date and occasion of the date sdected to be viewed. If this is the date
desired to make changes on click the “Edit” button. If not sdect the “Back” button to dtart over
agan.
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Using drop down arrow in Occasion line scroll to Day After Thanksgiving and dlick. The edit
(Day After Thanksgiving) should gppear in Occasion line.
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Fig 13. Occasion Selection Page

. Click “Save’ button and the calendar page should appear with Nov 24, in red.
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Once the save button has been depressed the detail calendar will appear with the new change. In
this case the 24™ isin red. Also the counter has removed one day from the Daysin Sessions row.
The Status row has changed to Inactive. If thisisthe only change activate the calendar from

here. If further changes are necessary follow the outlined procedure.

Asroun

Eoucenion

BREEIE

Click “ Activate” Calendar after
changes have been made. Once
calendar has been activated then it

is considered a complete calendar.

SAIS Caendar User Manual
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For changes that require a date range, meaning changing two or more days in the same sequence,
can following this example.  Scrall to the necessacy month and dlick indde the first day, of the
date range. In the example below school will not be in sesson, due to ‘inter-sessions,” from
April 16, 2001 to April 20, 2001.

Using the drop down arrow scroll to April 16, 2001, place cursor within date box and click.
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Fig 16. Update Page (A)
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Edit screen will appear. Click onthe EDI T box, to proceed.
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When the Occasion page appears the ‘From” row should indicate April 16, 2001.

e

Fig 17. Update Page (B)

In the ‘TQ"

row change that date to April 20, 2001. This change can be done by placing cursor in date
section and keying 20 then ddeting the 16. You can adso delete the entire date and key in April
20, 2001. Once this is complete click on the Occason arrow. Scroll down until the “Inter-
Session” option is highlighted and click. In the “From” row should be April 16, 2001, “To” row

should be April 20, 2001 and “Occason” row should be “Inter-Sesson”.

button.
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Arpoun
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Fig 19. Update Page (D)

Click on “SAVE” button.
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Cdendar with new changes should appear. Agan the counter went from 194 to 189 reflecting
the changes made. If this is the only change needed then “Activate’ cdendar. If further changes
are required continue to update cdendar. Some schools might have occasion where school will
not be in sesson and there is not an gppropriate title in the sdection menu. For cases like this
use the “School Not In Session” sdection. It can aso be used with any other combination. If
there is an occasion that School is out for Spring bresk and returns (Regular School Day/School
in Sesson) for a day within this period, then returns to “School Not In Session” datus just
annotete the first part of the sesson with the gppropriate bresk “Spring Break”, and then the
second half of the sesson with “School Not I1n Session” sdlection.
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e Begake scbocl dey April 16.2001 thru April 20, 2001 is highlighted in

kol TililayiZfealst - red indicating School not in Session. Also the
o spainlsiy i | DBYS IN Session changed from 194 to 189. The

Calendar is now Inactive therefore, needs to be

Activated by pressing on the ACTIVATE button.
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Fig 21. Update Page (F)

NOTE: It is important to understand that in order for ADE, School Finance to consider an
entities cdendar as complete the LEA Caendar must have been “Activated”. A cdendar that
has not been “Activated” will not be consdered as complete and can ddlay the funding process
for thet entity.
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E. Delete Calendar

Thelast option in editing is Deleting the Calendar. The action erases dl dates and default to the
Option Page (Fig 5.). Thisoption should only be used when it is necessary to start dl over again.

Trdoreration asd Finsacal Seraces
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E: E]-m Traba Lisaisive Recmil Full
Delete e
« e
4 [Aprl 2001 =] b
| ‘“?r) e e L L L
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30 rm-:ﬂl
Conbar Cada;
Elir. Rl schoal day
Eed Hlodsdagy 1 5obaal 10t [ Sogodon
ran: Weshara
Spactal iy (Frortdng o ahur, 4040 day
E-Mull caboc{lsonsiinil) ode ooy o b

Fig 22. Delete Option
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SUBMITTING DEPENDENT ENTITY CALENDAR

The two scenarios explaned give entities enough information to complete and submit ther
cdendar. Again, if the dependent entity follows the same schedule as the parent entity this will
be dl tha is required from the parent entity. Note that there is a fourteen-day window that
entities can make changes. Once the LEA Cdendar had been activated and 14 days have eapsed
complete and e-mail the form in Appendix A.

The following informeation is provided for parent entities that are required to submit an LEA
Calendar.

The dating point will be Common Logon. Enter Username ad Password. Click on the
“Continue” button to proceed.

The gaiewey o §ecure dals et sl infemstin

IV STTE I
Parswand: | Canlinue 32 I

tha ADE Acoaptahh Uas

o Tior bowmok s sppdoci oo fhe et nos T & vl evecres v it o ol ol e gt thesd, Ty ey thisd cmenares cnd pesgward, They will dbick by
Prolicy.

s Famgriten v pawrerd o would B woe mioonston
Cotibact the Exterprise Mibasageraet Ofes ot 0500) 342-3245 or E-mall ende ipibseiTuasil] ade siake 26

Fig 23. Common Logon Page
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Place cursor on “LEA Calendar”

Applic atinm Access Mepa

Tow haer auihacizaan fo ae:

TLE!: Celonch

¥ et o ot
Frogribi Seevices Wb lanofaos

TS!;-_\:: Thetsil Dirts Imechwngs
Trassporisos Botes
Vakick Isartary

‘ear Ezd Enm lment

Fig 24. LEA Calendar Page
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A. Dependent Entity Calendar Sdlections

Click on the drop down arrow to select dependent entity. Click onthe “GO” button.

- Inforenation ad Financaal Seraces
Ao FAIS - Sihad Flisos

Deparmentor
Eoucrmon
Fbot i el ket st Lt

v Loely
A . ————————|

E-Mail : sohacrlfinorps Pwaf § ads soir oz 2z

g o 1 i

Fig 25. LEA Dependent Entity Page
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B. Dependent Entity Calendar Options

The cdendar options remain the same with the exception of the Track Number Fed.
Track Number Field there will be a drop down box indicating from 4. This alows dependent
entities that operate on different tracks to submit a LEA Cdendar for every track. An LEA
Cdendar will only be needed on dependent entities that operate on a different schedule fom the

parent entity.

After appropriate salections have been made place cursor on “GQO” button and click.

Toformatian ad Finaocial Services
Az BAIS - Yelee] Fimamen
Depasmaicn o

Enucaman

3= e —
Eotity Hirm
Sebert e frllowing Information

Teosl Teer [E000200 Tokmnber [11

Motk |J|.t]r % Isfoewmtiol Cal=nder =
Go
- Galai Flordh 3l balecting sl Calendes Tndarmadan

rwWN

M : oo oo ooy sk or

Fig 26. Dependent Entity Calendar Options
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C. Dependent Entity Sdections

Dependent entity should remove the check mark from te Inherit Didrict Cdendar fidd. Placing
cursor within check mark box and click can do this. After this is done click on “Add Calendar”
button.

Tfornatian and Finscial Serces

Asirous S0 - Sk os] Plasnce

ﬂ-\.mlﬂnh I

Eoucamion
CTOE

e —
Focd Toar: LR HMoxih il
Tewk R I Crags 7 Reiom L]

Mg Calander Infaresathn Feand
T ardd mevw calanchr méomation

Aod Calerda

F i Dritrint Caienda

E-Ml - jaho citamanoa'| ode s aral

e P i Do s e b0 g S

Fig 27. Inherit District Calendar

NOTE: In this scenario a school district was used. For charter holders fidd will read: Inherit
Holder Cdendar.
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Check the days school is in sesson and then key in dependent entity’s days. This will load the
cdendar. If Saturday or Sunday is check marked then al Saturday/Sundays will be consdered
Regular School Days. Placing or removing a check mark will adjust the counter in the Days in

Session fidd.

Oncethisisdone click on “Submit” button.
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Fig 28. Dependent Entity Load Page

For entities that operate on afour day calendar place cursor in the check mark box and click
gopropriate day to remove. In following example Friday is removed. This action will make dl

Fridays as school not in sesson days and highlighted in red.
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When check mark is removed
the Minimum Days in Session

| | aso defaults to appropriate days.

If six days are check the default
will remain at 176.

Fig 28A. Dependent Entity Load Page
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If there are no other changes required then “Activate’ the caendar.
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Fig 29. Dependent Entity Calendar

To continue editing the cdendar please follow the indructions lad out in EDIT _CALENDAR.
In al cases when finished editing the calendar remember to “Activate” the calendar.
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SUMMARY CALENDAR

In lieu of reviewing the cdendar by scrolling from month to month an overdl view can be seen
by sdecting the Summary button on the left-hand side.  Place your cursor on “Summary” and
click. The cdendar can be activated or deeted from the Summary cdendar. Other features are
the Days in Sesson. When determined that the calendar is Activated and wish to log off place
cursor on “Log On”, thiswill default back to the Common Log On Page.

Information and Financial Services
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Fig 30. Summary Calendar
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Wrap Up

School Finance hopes this manud serves its purpose in hdping users fill out the LEA Cdendar.
Pleese forward any comments and/or suggestions to the Arizona Department of Education
School Finance at (602) 542-8797 or e-mal msdina@adeaz.gov. All suggesions and
comments to improve this manua are highly welcomed.
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APPENDIX A

Request for changes should be filled out on the following form and e-mailed to
msalina@ade.az.gov.

Request for Calendar change

CTDS School Name

Fiscal Year Track Number

Reason for Change:

Summary of Change:

Authorized Signature: * Date:

* Signature required from Superintendent/Business Manager/Entity Administrator only

Please e-mail to: msalina@ade.az.gov
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